Plateau Learning v 5.8 SP5

PLAT___AU Administrator Job Aid

Global University Record Learning

Job Aid: Record Learning PBL Course: Record Learning Completion

Learning Needs Management Lab 17: Record a Learning
Event for Item(s)

Scheduling Management Lab 9: Record a Learning Event
for a Scheduled Offering

Prerequisite Courses
« Administrator Introduction to Plateau Learning
« Introduction to Learning Needs Management
o Create Items

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using the
Learning Event Recorder. Related terminology is provided.

Tasks

Use Learning Event Recorder to Record Completion of Iltem

Use Learning Event Recorder to Record Attendance at External Event
Use Learning Event Recorder to Record Completion of Scheduled Offering
View User Learning History tab

ooy

Terminology:
Learning Event: A learning event is the record of:
« A completed item
« An unsuccessful attempt to complete an item
« Arecord of the attendance or completion of any external event that is considered important enough

to document but not related directly to learning needs

Types of Learning

Item Based Events: Items are the primary events found in the list of learning events for users. Learning
events for items include those created as scheduled offerings and those with online content where the
system records the learning event when the user completes the content. All items may have a learning
event recorded against them for any user, even if the item was not a part of his/her Learning Plan.

External Events: A learning activity outside of the organization, such as a college course or a seminar, for
which there is no Item record in Plateau Learning, may be recorded in a user’s Learning History. This
external event allows for a description and comment field to further identify the nature of the training.

Scheduled Offering: An item or learning event with a scheduled date and time.
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Task A: Use Learning Event Recorder to Record Completion of Item

Navigate to User
Management > Tools >
Learning Event
Recorder.

Step 1: Select Event
Type of the Learning
Event Recorder wizard
displays.

Select the Item option.

Click Next.

Administration | Guick Links: | Reeerd Leaming - I | Home | Preferences | Help | 4@ Check System | Logout

Liser Management | Performance | Learning | Cormetce | Content | Repors | Sys

Users
Azszigniment Profiles
Job Pozitions
Organizations
Organization Groups
Regionz
- Tools
Learning Euemo
Recorder
Learning Event Editor
Metrye Users
Send Motifications
Supervisor Assistant
Uzer Meeds Mot
+ References

Learning Event Recarder I Helo |

= Step1

Step 1: Select Event Type

3

@ tem  © EdernalEvert ' Scheduled Offering

Note: This option is usually used when an item has not been scheduled or is
classified as “Other.”

Step 2: Select Item of the
Learning Event Recorder
wizard displays.

Select the item type from
the drop-down menu.

Enter the Item ID in the
textbox exactly.

or

Click the select icon (O*)
to search for an item.

Click Next.

Learning Event Recorder | Helpr |

> Step 1 » Step 2

[ Previous | Wext |

* = Required Fields

* tem Type: G O-. Ime

* them IDx |Er=-101 9
Revision Date: |5r1 472003 12:00 Ak Americablew York

Title: |

Note: By selecting to search for an item, all relevant information will be auto-
populated into the fields.
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Step 3: Enter Learning
Event Information of the
Learning Event Recorder
wizard displays.

Fill in all of the required
data fields (*) within the
system.

Click Next.

Learning Event Recorder | Help |

> Step 1> Step 2~ Step 3

Step 3: Enter Learning Event Information 9

* = Required Fields

ftem: COURSE EHS-104 (Few 1.2 - 51 402003 1 2200 &AM Americatew York)
Title: Emergency Planning

Instructor: Q |Almeida, Luanz D

—

G | CRS-ATND Cattended Evert or Activity) - For Credt =l

Default Gracde:

* Default Comnpletion

Status:

* Completion Date: I—
B, M [rizsrzo0r

* Completion Time: I—
(homim ShPRD H3A7 P

* Titne Zone: |American\lew “ork (Eastern Standard Time) ;I
Default Price ($): I—
(00,007

Total Hours: I—
(0.

Credit Hours:

s .00

Cortact Hours: I—
(0o

CPE:

(0] 3.00

Step 4: Select Users of
the Learning Event

Recorder wizard displays.

Enter a User ID exactly.
Click Add.
or

Click the add one or
more from list link to
search for and select one
or more users.

Learning Event Recarder | Help |

> Step 1 > Step 2 = Step 3 > Step 4

[ Previous | Hext |

* = Required Fields

Add Users

(11
-

Erter User ID or add one ar more from list

* Uszer ICx

Edit Selected Users

There are no Users in the list. Please add Users before procesding.

© 2008 Plateau Systems, Ltd.
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Once all users have been
added, confirm list.

Click Next.

Learning Event Recorder | Help |

> Step 1 > Step 2 > Step 3 >~ Step 4

Step 4: Select Users

* = Required Fieldz

Add Users

Enter User ID or add one ar more from list

e

# User |0:

-

Edit Selected Users

@ Select All f Deselect All
D

SAMARCE Arce, Sanchy M r
ELACLARK Clark, Elizabeth A -
ABKCLASSEN Clazsen, Ahigail K r
CHMCLOHAM Clahan, Christinag M r
CHCOFFRMAM Coffman, Christopher r
CHLCOLEMAR Caoleman, Christing L r
AMLCRANER Craver, &ndrew L Il

Step 5! Edlt User Event Learning Event Recorder | Help |

Information of the

Learning Event Recorder > Step 1 > Step 2 > Step 3 > Step 4 - Step &

Wizard displays_ Step 5: Edit User Event Information 18

The status and grade
selected at Step 3: Enter
Learning Event

SAMARCE Sanedy dict not 5 [ CRS-HS (Mo Show) - Mot For Creit - b

[Arce, Sandy

Information are applied to YT _ .
all users. Ol | fa | CRS-ATND [Attended Evert or Activity) - For Creit =l
Elizabeth 4)
L ABKCLASSEN ; ity - ; =
@ Select an option in the o [ [ [CRE-ATMD (Attencie Event or Activty) - For Credt =]
drop-down menu to Abigail K)
i g CHMNCLORAN | [ [CRS-ATND (Attended Evert or Activity) - For Credt =]
adjust a user’s status. (Clohan,
Chiristing M)
CHCOFFMAN - —— . -
@ Enter comments (Cotiman, | fa | CRS-ATND [Attended Evert or Activity) - For Crecit |
H Christopher )
(optional). CHLCOLEMAN | [ [CRS-ATND (Attended Evert or Activity) - For Credt =]
[Coleman,
€ | Enter or adjust grade Christina L)
: Justg AIERRER | [ [ CRS-ATND (Attencied Evert or Activity) - For Credt =]
(opt|0na|) [Craver,
Ancrewy L)
@ Click Next. Note: Any comments entered will appear on a Learning History report.
© 2008 Plateau Systems, Ltd. Page 4 of 16
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Step 6: Edit User Event
Financial Information of
the Learning Event

Recorder wizard displays.

Enter any relevant
financial information
about the learning event.

Note: If there is no financial
information to enter click Next
to proceed.

Click Next.

Note: If you enter a price, you
must also enter a cost center
account code in order to
proceed.

Learning Event Recarder | Help |

= Step 1 - Step 2 - Step 3 - Step 4> Step 5 = Step 6

Step 6: Edit User Event Financial Information

For each User you may either erter the Price and Cost and Profit Centers or you may enter an arder ticket.
19
Price (3] Cost Center Profit Center
*) Account Codes Account Codes Order Ticket
Y I

SAMARCE [Arce,

Ll

Sandy M)

ELACLARK (Clark, I
Elizateth &)

J<lxl

ABKCLASSEN I
(Clazsen, Ahigail K)

—

K] I

CHMCLOHAR I
[Clohan, Christina
M)

K I

CHCOFFMAN I
[Coffman,
Christopher 3

Kl

CHLCOLEMARN I
(Coleman, Christing
L)

|

m
=

Step 7: Record Event of
the Learning Event

Recorder wizard displays.

If competencies need to
be assessed as a result
of recording the learning
event, select the
Automatically Assess
Related Competencies
checkbox.

Review learning event
information.

Click Finish.

Learning Event Recorder | Help |

»5Step1 >~ Step 2 = Step 3 ~Step 4 > Step 5 = Step 6 >~ Step 7

Step 7: Record Event

ftem: COURSE EHS-101 (Rey 1.2 - 5414/2003 1 2:00 AM AmericaMew Yark)
ftem Title: Emergency Planning

Instructar: Almeida, Luana D

Completion Date:  7r2502007 0317 PM AmericaMew York
Contact Hours:

Detault Tuition:
Credit Hours:

Total Hours:
CPE:
~ €D
Price Cost Profit Order
(%) Centers Centers Ticket

SAMARCE (Arce, CRE-NS (Mo Show)

3.00 g.00

Automatically Assess Related Competencies:

Sandy M)

Comimerts: Sandy did not showe up for class.
ELACLARK (Clark, CRS-ATMD [ Attended A
Elizabeth &) Evert or Activity)

Comments:

ABKCLASSEN CRS-ATMD (Attended A
(Claszen, Shigail K Event or &Activityl

Comments:

© 2008 Plateau Systems, Ltd.
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refresh before you
proceed.

@ Click OK.

A pop-up may appear
requesting that the page

Microsoft Internet Explorer il

] "_n., This action may take more than a few seconds, Please wait Ffor the page to be refreshed.
L]

2

has been recorded
successfully.

@ | Click Print to print a
completion certificate
report for each user
listed.

@ | Click Email... to email a

completion certificate

@) Click Start Over... to

This retains all users
previously selected.

The application provides
a status to let you know
that the learning event

report to each user listed.

begin the Learning Event
Recorder process again.

Status:

o The learning event haz been successfully recorded.

@
[ Start Over. |

Generate Completion Certificates

Learning event that provide credits have been successfully recorded for the following User(=]).

ELACLARK Clark, Elizaketh &
ABMCLASSEN  Classzen, Ahigail K
CHMCLOHAN Clahan, Christing M
CHCOFFMAN Coffman, Christopher
CHLCOLEMARN  Caoleman, Christing L
ARLCRANER Craver, Andrew L

DD
[ print | Email |

Note: The user whose status was changed to ‘No Credit’ does not appear in
the list of users to generate completion certificates.

© 2008 Plateau Systems, Ltd.

Page 6 of 16




PLAT=AU

Gleobal Universicy

Plateau Learning v 5.8 SP5
Administrator Job Aid
Record Learning

Task B: Use Learning Event Recorder to Record Attendance at External Event

Navigate to User
Management > Tools >
Learning Event
Recorder.

Step 1: Select Event
Type of the Learning
Event Recorder wizard
displays.

Select the External
Event option.

Click Next.

Administration | Quick Links: | Record Leaming - I | Home | Preferences | Help | 5@ Check System | Logout

User Management | Performance | Learning | Commerce | Content | Reports | System Admin

Users Leatning Event Recorder | Help |
Azzigrment Profiles

Joh Posttions
Organizations
Organization Groups
Regions
- Tools
Learning Event
Recorder  tem % ExternalEvert (' Scheduled Offering
Learning Event Editar
Merge Users
Send Motifications
Superyisor Azsistant
Uszer Needs Momt
+ References

> Step 1

Step 1: Select Event Type

Note: This option is usually used to record completion or attendance for an
event that is not represented as an item in Plateau Learning.

Step 2: Enter External
Event Description of the
Learning Event Recorder
wizard displays.

Enter a description of the
external event.

Learning Event Recorder | Helr |

> Step 1 > Step 2

Step 2: Enter External Event Description 5

* = Required Fislds

* Description: IlNc-rkaace Safety Conference and Expo e
9 Click Next.
Step 3: Enter Leaming Learning Event Recorder | Helg |
Event Information of the
. > Step 1 » Step 2 » Step 3
Learning Event Recorder PITTER AT
wizard displays.
e FI” in a” Of the reqUired Description: Workplace Safety Conference and Expo
data fields (*). Additional
information such as total | |mstrctor QA
hours, or credit hours, Defaut Grade: |
* Completion Date: I—
can be entered as well. | Somrietn b M 725007
i * Completion Time: I—
@ Click Next. (himim AMPM) MY
* Time Zone: IAmericaJNew “ork (Eastern Standard Time) LI
Default Price (51
nouoo I
Total H :
(U,ua) ours |24—
Credit Hours: I—
.o
Cortact Hours: I—
(.o
CPE: I—
o 24

© 2008 Plateau Systems, Ltd.
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Step 4: Select Users of
the Learning Event

Enter a User ID exactly.

Click Add.
or

@ Click the add one or
more from list link to
search for and select one
or more users.

Recorder wizard displays.

Learning Event Recorder | Help |

> Step1 > Step 2 > Step 3 - Step 4

[ Previous [ next |

* = Required Fields

Add Users @

Enter User I of add one ot more from izt e

* Lzer 1D I @ w

Edit Selected Users

There are no Users inthe list. Please add U=zers before proceeding.

Once all users have been
added, confirm list.

Click Next.

Step 4 Select Users
12

* = Required Fields

Add Users

Erter User I or gdd one or mare from list

* Usger 1D I w

Edit Selected Users

[ Apply Changes |

Select All/ Deselect All

Information of the
Learning Event Recorder
wizard displays.

Enter comments
(optional).

Enter or adjust grade
(optional).

€ Click Next.

SAMARCE Arce, Sandy i r

CHMCLOHAN Clohan, Christina M -

CHLCOLEMAR Coleman, Chriztina L r
Step 5: Edit User Event Learning Ewvent Recorder | Hel |

> Step 1 > Step 2 > Step 3 > Step 4 > Step 5

Step 5: Edit User Event Information 15

13
o e

SAMARCE (Arce, Sandy ) IPreserrted at conference I
CHNCLOHAR (Clohan, Christing

v IAttended conference I

CHLCOLEMAR (Coleman,

Prezented at conference I
Chrizting L) I

Note: Any comments entered will appear on a Learning History report.

© 2008 Plateau Systems, Ltd.

Page 8 of 16




PLAT=AU

Gleobal Universicy

Plateau Learning v 5.8 SP5
Administrator Job Aid
Record Learning

Step 6: Edit User Event
Financial Information of
the Learning Event

Recorder wizard displays.

Enter any relevant
financial information
about the learning event.

Note: If there is no financial
information to enter click Next
to proceed.

Click Next.

Note: If you enter a price, you
must also enter a cost center
account code in order to
proceed.

Learning Event Recorder | Hel |

= Step 1 = Step 2 = Step 3 ~ Step 4 » Step % = Step 6

Step 6: Edit User Event Financial Information

For each User yvou may either enter the Price and Cost and Profit Centers or wou may enter an arder ticket.

Cost Center
Account Codes

Price (%)
16
SAMARCE (Arce, |—

Sandy )

K

m
(=3
=

CHMCLOHARN
[Clahan, Christing M)

—

K

m
(=3
=

CHLCOLEMAN
[Caoleman, Christina
L)

—

K

m
(=3
=

Step 7: Record Event of
the Learning Event

Recorder wizard displays.

Review learning event
information.

Click Finish.

Step 7: Record Event

External Event: Warkplace Safety Conference and Expo

Instructar:;
Completion Date: Ti2512007 04:03 P AmericaMew York Total Hours: 2400
Cortact Hours: CPE: 24.00  Credit Hours:

SAMARCE (Arce, Sandy Presented at conference

)]

CHMCLOHAN [(Clohan, Attended conference
Christina N

CHLCOLEMAN (Coleman, Presented at conference
Christinz L)

A pop-up may appear
requesting that the page
refresh before you
proceed.

Click OK.

Microsoft Internet Explorer il

" "_\ This action may take more than a few seconds. Please wait for the page to be refreshed.
L]

D= |

The application provides
a status that the learning
event has been recorded
successfully.

Click Start Over... to
begin the Learning Event
Recorder process again.
This retains all users
previously selected.

Status:

& The learning event has been successiully recorded.

© 2008 Plateau Systems, Ltd.
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Task C: Use Learning Event Recorder to Record Completion of Scheduled Offering

Navigate to User
Management > Tools >
Learning Event
Recorder.

Step 1: Select Event
Type of the Learning
Event Recorder wizard
displays.

Select the Scheduled
Offering option.

Click Next.

PLAT=AU

Administration | Quick Links: | Record Leaming x| | Home | Preferences | Help | 4% Check System | Logout

am Admin

User Management | Perfarmance | Learning | Commerce | Content | Reports

Users
Assignment Profiles
Job Positions

Learning Event Recorder | el |

> Step 1
Organizations
Organization Groups Step 1: Select Event Type 3
Regions
- Tools
Learning Event, M
Recorder  tem " BdernalEvert % Scheduled Otfering
Learning Event Eclitor

Metge Users
Send Motifications
Supervizor Assistant
Uszer Meeds Mot

+ References

Note: This option is usually used to record completion or attendance for
scheduled event.

Step 2: Select Scheduled
Offering of the Learning
Event Recorder wizard
displays.

Enter the Scheduled
Offering ID in the textbox
exactly.

or

Click the select icon (O*)
to search for scheduled
offering.

Click Next.

Learning Event Recorder | Helg |

=Step 1 > Step 2

Step 2: Select Scheduled Offering 6

* = Required Fields

* Scheduled
Offering IC:

al o

Note: If you search for a scheduled offering, the search screen defaults to
search for all offerings prior to today’s date.

© 2008 Plateau Systems, Ltd.
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Step 3: Enter Learning
Event Information of the
Learning Event Recorder
wizard displays.

Fill in all of the required
data fields (*). Additional

Learning Event Recorder | Help |

> Step 1> Step 2 = Step 3

Step 3: Enter Learning Event Information 8

* = Required Fields

ftem: COURSE EHS-104 (Fev 1 - 51452003 12:00 AM Americaew Yoark)
information such as total tterm Tithe: Fire Extinguisher
hours, or credit hours,
Instructor: Q, [pinb, Jonathan O
can be entered as well.
Defautt Grade: IA
@ Click Next. St':::;”" Completion 6 [CRS-ATID (attenced Evert or Activity) - For Credk =]
Completion Date: Fi23/2007 05:00 PM Americatlew York
Defautt Price (§): oo
Total Hours: a0
Credit Hours: .00
Step 4: Select Users of Learning Event Recorder [ Help |

the Learning Event

Review list of selected
users. This listis
comprised of all users
already registered into
the scheduled offering.
You can either remove or
add users from this list.

To remove a user, check
the Remove checkbox.

Click Apply Changes.

To add users, enter a
User ID exactly.

Click Add.
or

Click the add one or
more from list link to
search for and select one
or more users.

@ Click Next.

Recorder wizard displays.

= Step 1 > Step 2 > Step 3 > Step 4

Step 4: Select Users 15

* = Required Fields

Add Users

Erter Uzer ID or add one or more from list

| 1)

* Uzer IC:

Edit Selected Users

[ Apply Changes |

Select Al Deselect All

m Hame Remove
CHLCOLEMAR Coleman, Christing L 10 -
SAMARCE Arce, Sandy M r
ELACLARK Clark, Elizaheth & r
CHWCLOHAM Clohan, Christing b r
ANLCRAVER Craver, Andrew L -
ABKCLASSEN Clas=zen, Ahigail K r
CHCOFFRMAN Coffman, Christopher r

© 2008 Plateau Systems, Ltd.
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Step 5: Edit User Event
Information of the
Learning Event Recorder
wizard displays.

Select an option in the
drop-down menu to
adjust a user’s status.

Enter comments
(optional).

Enter or adjust grade
(optional).

Click Next.

Learning Event Recorder | Hel |
> Step 1 > Step 2 > Step 3 > Step 4 > Step 5
Step 5: Edit User Event Information 19
CHLCOLEMAN Did not pay atte | CRE-FAIL (Failed Course) - ot For Credi -
(Coleman,
Chrizting L)
SAMARCE I IA ICRS-ATND (Attended Event or Activity) - For Credit LI
[Arce, Sandy
M)
ELACLARK | |A ICRS-ATND (Attended Event or Activity) - For Credit =
(Clark,
Elizabeth &)
CHMCLOHAN | |,a\ |CRS-ATND (attended Event or Activity) - For Credit x|
[Zlohan,
Chrizting M)
ANLCRAVER I IA ICRS-ATND (Attended Event or Activity) - For Credit LI
[Craver,
Andrewy L)
ABHCLASEEN | |A ICRS-ATND (Attended Event or Activity) - For Credit =
(Classen,
Ahigail 1)
CHCOFFMARN | |,a\ |CRS-ATND (Attended Event or Activity) - For Credit ;I
(Coffman,
Chriztapher )

Note: Any comments entered will appear on a Learning History report.

Step 6: Edit User Event
Financial Information of
the Learning Event

@ | Enter any relevant
financial information
about the learning event.

Note: If there is no financial
information to enter click Next
to proceed.

@ Click Next.

Note: If you enter a price, you
must also enter a cost center
account code in order to
proceed.

Recorder wizard displays.

Learning Event Recarder | Help |

= Step 1 > Step 2 > Step 3 » Step 4> Step 5 = Step 6

Step 6: Edit User Event Financial Information

For each User you may either erter the Price and Cost and Profit Centers or you may enter an arder ticket.

Price (§] Cost Center Profit Center
*) Account Codes Account Codes Order Ticket

CHLCOLEMAN IEI.EIIZI
[Coleman, Christina
L

(B

Eclit

SAMARCE (Arce, |D.DD
Sandy M)

I

m
=

ELACLARK (Clark,  [qn
Elizabeth )

R

CHMCLOHAM |EI.EIIZI
(Clohan, Christing
M)

(B

ANLCRAVER |D.DD
(Craver, Andrewe L)

R

ABHCLASSEN IEI.EIIZI
[Cla=sen, Shigail )

(B I

© 2008 Plateau Systems, Ltd.
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Step 7: Record Event of
the Learning Event

Recorder wizard displays.

If competencies need to
be assessed as a result
of recording the learning
event, select the
Automatically Assess
Related Competencies
checkbox.

Review learning event
information.

Click Finish.

Learning Event Recorder [ Hel |

>Step1>Step 2 > Step 3 » Step 4 > Step 5 >~ Step 6 > Step 7

Step 7: Record Event 24

Scheduled Offering ID: 3711

tem: COURSE EHS-104 (Rew 1 - SM 472003 1 2:00 Akt Americahlew York)

ftem Title: Fire Extinguisher

Instructor: Bikb, Jonathan D

Completion Date: ;ﬁzﬁgg&g&%;ﬁn Total Hours: 5.00 Default Tution:  0.00
Contact Hours: CPE .00 Credit Hours: .00

Atomatically Azsess Related Competencies:

Price | Cost Profit Order
(%) | Centers Centers Ticket

CHLCOLEMAR (Caleman, CRS-FAIL (Failed 000
Chriztina L) Course)

Commerts: Did not pay attention

SAMARCE (Arce, Sandy CRS-LTHD (Attended A 000
hil) Evert ar Activity)

Commerts:

A pop-up may appear
requesting that the page
refresh before you
proceed.

Click OK.

Microsoft Internet Explorer il
] "_n., This action may take more than a few seconds, Please wait Ffor the page to be refreshed.
L]

(o5}

The application provides
a status to let you know
that the learning event
has been recorded
successfully.

Click Print to print a
completion certificate
report for each user
listed.

Click Email... to email a
completion certificate

report to each user listed.

Click Start Over... to
begin the Learning Event
Recorder process again.
This retains all users
previously selected.

Status:

#» The learning evert has been successfully recorded.

(28]
 Start Over...|

Generate Completion Certificates
Learning evert that provide credits have been successfully recorded for the follovwing User(s).

SAMARCE Arce, Sandy M
ELACLARK Clark, Elizaketh &
CHMCLOHAN Clohan, Christing M
ANLCRAVER Craver, Andrewy L
ABHCLASSEN  Classen, Abigail K
CHCOFFMARN Coffman, Christopher

DD
[Frint ] Ematl..|

Note: The user whose status was changed to ‘No Credit’ does not appear in
the list of users to generate completion certificates.

© 2008 Plateau Systems, Ltd.
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Task D: View User Learning History tab

Navigate to User
Management > Users.

Enter search criteria to
find one of the users for
whom you just recorded a
completion.

Click Search.

PLAT=AU

Job Postions
Organizations
Crganization Groups
Regions

+ Tools

+ References

Ackministration | Guick Links: I = | |Home | Preferences | Help | Logout

ance | Learning | Commerce | Content | R

Users

stem Admin

| Search | Add Mew | Help |

Search

Saved Searches

Erter & walue for each field that you want to use to fiter yvour search. Some fields allow you to select from a list of
values. You can also add or remove search criteria to further refine vour search.

Caze sensitive search = ez & pg

Lkzer D: IStErtSerh;I I

Last Name: |Starts with | |

First Mame: IstartsWrth;I I

Wil Initial: IStartS\"\‘Tth;I I

Fole ID: IStartsW’rth;I |

User Status:  active © pot detive © Both
Domains: [1 Selected] 7 ~F

Supervisors:

AddRemave Criteria

[stats with | [rvepavis v

Click the edit icon () to
select the user record.

Figld Chooser

User ID 4 User Hame « m

Select All f Deselect All

History tab.

SAMARCE IS Arce, Sandy M r
ELACLARK OIS | Clark, Blizabeth & r
ABKCLASSEN L] Classen, Abigail K r
CHMCLOHARN I [L7 | Clokan, Christing b r
CHCOFFMARN Ci 2] Cotfman, Christopher r
CHLCOLEMAN I [L] | Coleman, Christing L r
ANLCRAVER o] D Crawver, Andrew L Il
® ) Click the Learning Users Search | add New | Help |

Lzer O
e

Skillz Inventory

Commerce
Cpty Profiles

SLIImEEY

> Search > Search Results > Edit Learning History

SAMARCE
Arce, Sandy M

Oorf::r:?ﬂopn Algegsn;t:niob F‘egg:;z:ee External Requests | Standard Options
Account Code Catalog Preview Preferences Approval Role Approvals
Competencies Registration Requests Online Status Aszessments
Phone Mumbetrs Custom Fields Learning Pla Curricula

© 2008 Plateau Systems, Ltd.
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View learning history.

Click the View Details
link for additional
information on the
learning event. A
separate pop-up window
appears.

View the Learning History for the User

Sart By: Irtem "I

COURSE EHS-10M (Rew 1.2 - 51472003 12:00 Ak Mo Shovy TI2502007 0317 P Wiy Deta'E
Americaew Yark) Americahew York
Emergency Planning
COURSE EHS-104 (Rew 1 - 51472003 12:00 A Attended Ti2302007 0500 PM Wigw Details
Americatew York) Ewvent or LmericaMesw: York

Activity
Fire Extinguizher
COURSE EHS-106 (Rew 1.2 - 51472003 12:00 Ak Attended 411452003 04:00 P Wiew Details
Americaew Yark) Ewert or Americahew York

Activity
Fire Safety
COURSE HR-100 (Rev 1.2 - 5M 402003 12:00 AM Paszed 12142003 01:21 PM Wiew Details
Americalevw ¥ark) Course Americahlew York

Mewy Employee Orientation
TI25/2007 04:05 P
Americaldew York

Wiew Details

Workplace Safety Conference and Expo

The Learning History
Details page will display
specific details about the
event, including any
comments entered when
the event was recorded.

Click Close to return to
the user record.

\

-
Camments:

Learning History Details

ftem: COURSE EHS-1M (Rev 1.2 - 5M 472003 12:00 AM Americales York)
Title: Emergency Planning

Scheduled

Orffering IC:

Instructar; Almeida, Luana D

Completion Date: 702572007 0317 PM Americamlew York
Completion Status: CRS-MS (Mo Show)

Total Hours: Contact Hours:
CPE Hours: Credit Hours:
Percentage Grade:

300 .00

Sandy did nat show up for claD
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